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Notice FI-2551
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  National Office DAM Employees

Procedures for Employee Data for Activity-Based Costing (ABC) Studies
Approved by:  Deputy Administrator, Management

1 Overview

A
Background In 1997, FSA initiated a major effort to identify business services provided under

the Deputy Administrator for Management (DAM) area to better understand the
costs of accomplishing its mission of providing administrative services and
products to customers.  Currently, ABC data is used to justify and support
reimbursable agreements for external DAM customers. ABC methodology used is
a process where a combination of factors determines the cost of activities or
services an entity provides.  One factor is the amount of time an employee devotes
to an activity or service for a particular customer.   National Office DAM
employees have been providing management with the percentage of time it takes
them to perform an activity or service through an electronic questionnaire. 

B
Purpose This notice informs all National Office DAM employees of the policies and

procedures about ABC data.
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2 Guidance

A
Procedures Procedures for collecting ABC data are as follows:

• ABC data:

• is collected on a semiannual basis for FY 02  
• will be collected quarterly beginning with FY 03

• an email announcement on employee data collection will be sent to all
applicable employees several weeks before the due date   

• employees on travel or annual leave must make the necessary arrangements for
completion of the questionnaire with their immediate supervisor or division
liaison   

C employee must complete the questionnaire within 7 calendar days from the
date  announced

• data is collected through an electronic questionnaire

Note: Specific instructions on completing the questionnaire are included on
the individual’s questionnaire. 

• employees must enter an estimated percentage of time spent on an activity 

• employee data is:

 C retained in a summary database for each section/branch within the
respective division

C reviewed by the manager by employee name.  

• managers:

• submit employee summary reports for their immediate area of responsibility 
 

• have the option to correct section/branch level summary data by the use of
employee data listed by employee name. 

Continued on the next page
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 2 Guidance (Continued)

B
Employee
Assurances

Individual employee records submitted through ABC questionnaire and
information collected will not:

C be used to evaluate job performance
C serve as a basis for performance appraisals
C serve as a basis for disciplinary action.

C
Effective Date October 18, 2002.

D
Labor 
Management
Obligations

Where exclusive representation exists, bargaining may be requested to the extent
allowed by applicable statutes.  Where contract language already addresses these
policies and procedures for bargaining unit employees contract language prevails.

E
Contacts If additional information is needed, contact 1 of the following:

C Rene Chambers, FMD, at 703-305-1447
C Gloria Brown, FMD, at 703-305-1283.


